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6 ALE, 


Greeting someone depends on the age, 
relation and position of the person 


UIs F eH QTL 12 Tal AH- Good Morning (fAetet WR) 
Bye / Take care / See you / Have a nice day (Taal Aet OX) 


CIUEX 12 Sal GH Aeaht WA 5 Sol dh- Good Afternoon (Ada 
UX) 

Bye / Take care / See you / Have a nice day (Ideal Aet UX) 
14 5 dal A Ae da&h- Good Evening (TAT FW) 

Good Night / Take care / Bye / See you (fdal at Uz) 


AT 31TT THE H STA HX YE ST ZI HTS ST AT sq ST Tet ART TTA -- 


“I beg your pardon” or “I am sorry” or “I didn’t get it” or 
“Excuse me’ or “Will you please repeat, I didn’t get you” etc. 


AN ST Ha Al ST Shear A Sl Wha Gell Sd Heel! Ue - “Sorry 


to interrupt you” or “Sorry to intervene” 


Thank yu very very much. 


Thank you (S117) 


Vv 


lam vey grateful a aE Weare e 


Not a problem. (It’s no matter) $ acd ater 


Thanks. 

Cheers. 

Thank you very much. 
l really appreciate it. 
You’ve made my day. 
You are great. 

I’m in your debt. 

You are the best. 
Thank you so much. 
Thanks a million. 
You’re an angel. 
Thanks a bunch. 

I do not know how to 
thank you. 

I can’t thank you 
enough. 


That’s so kind of 
you.Many thanks. 

All my love and thanks 
to you. 

Words can’t describe 
how thankful | am. 
Please accept my best 
thanks. 

Thanks a ton for helping 
out. 

Thank you for helping 
me. 

| appreciate it more then 
you will ever know. 

I don’t have the words to 
thank you. 


Welcome 


Anytime 

Sure 

It’s okay. 

Never metion. 
Mention it. 

Glad to have helped. 
It’s all gray. 

Cool. 

Sure thing. 

Not at all. 

No worries 

It was nothing. 
My pleasure. 
Glad to be of any 
assistance. 

Oh anytime. 


Don’t mention it. 
You got it. 

Happy to serve you. 
No problem. 

Of course. 

It was nothing. 

You are welcome. 
You got it. 

Glad to help. 

That’s all right. 

It’s alright. 

Not a problem. 
That’s absolutely fine. 
Certainly 


Whoops! Sorry! 

Oh! Sorry. 

Sorry ‘bout that. 

Oh, my bad. 

My fault, bro. 

I’m so sorry. 

| apologize. 

Oh my goodness! I'm so 
sorry. 

My mistake. 

[had that wrong. 

| was wrong on that. 

My apologies. 

I'd like to apologize. 

l understand that you were e 
offended by my actions. 


I should have known 
better. 

| want to apologize.| owe 
you an apology. 

| wanted to tell you I'm 
sorry. 

I'd like to apologize for how 
l reacted yesterday. 

| hope you can forgive me. 
That was wrong of me.! 
sincerely apologize. 

I take full responsibility. 

Is there anything | can doto 
make it up to you? 

It's on me. 


aait WH Family Words 4 Hindi Meaning 


What - Far For how long-#@a@ What type of - fea axe aT 
Why - Fat With whom - fae arr Whenever - wa watt 
When - #4, aa For whom - fae far Whichever - at ee sft 


Where - el, Het About whom -feae ara  Whichtype - 

How - a Towards whom -fradtarn fa ate aT, fea var aT 

Who - &fa, aft (fret cafta & fore) By whom - fae qant Whoever - at #1g sft 

Which - atet a1, oft (fare ata & fer) From where - wera, wera 4 Why so- tar#at 

Whose - faent, fara For what - fafer, frafae From which office - fea aifha 
Whom - fd, free, reat How beautiful - raat grax From whose office - fea aitftha a 
How many - feat (foes Pte aT ATS) «=—- How far - fect ex With which boy - fara ase & arr 
How much - feet (fates fren atét ST AAT) How good - raat HOT Towards which city -fera eet At ae 
How old - #31 (3a 4) fae Geet a Peete «How long - frat wea For whose son - fae ae & fer 
Until when - #@ da How soon - fardett stedt How many brothers - fdet sii 
Since when - wa @ What else - 3K #11 How much money - fede wat 
From when -#@@ Whatever - al we aft How come - fea ave / ha 


In what way The dite 

What then dl #al, ded Fa, THY Fa 
Whence hel q, ater a 

Whereas slditch 

Where in folate 


With who people feral Aleit h Frat 
What kind of That dite ch 

How come fehet dXt6, be 

At what time fha FAS 


Joy: (zeit) Hurrah!, Great!, Wow!, Thanks! etc. 


Grief: (G7) Alas!, Oh my God!, So sorry!, What a 
tragedy!, How tragic!, Oh no!, How sad! etc. 


Surprise: (312aaalehdt) What! , Ha!, Oh my God!, My 
Goodness!, Amazing!, Fantastic!, Wow! , Is it! etc. 


Consent: (A@Hld) Bravo! , Please! , Certainly! , True! , 
Well done!, Sure! etc. 


Mistake: (aT) Oh! , Oops!, My God!, No! etc. 


TTdet 31TH 3eftalq ¢! God bless you! 

ale! , Tata! , aga sear! Wow! , Wonderful! 
aaa AY aT a! wa AT aT! By God’s grace ! 
Phael Ge Al arc @!, fect Gea! How sad! , How tragic! 
Sul Saal feFHa! How dare he! 

31é CAN! (sta fat A Ca SHS) Oh honey! , Oh dear! 
TEA It Tech! Terrible mistake! 

31faea aera! TEA ET AIATT! Incredible!, Amazing!, Awesome! 
ana! Absurd! , Nonsense ! Aweful! 

Tae Hess ¢! Thank God! 

2 gS A Ta! (strat #1 get) Hurry! , That’s it! 

aa a at! Touch wood! , Finger crossed! 

set!, FA tel! Get! Sure! , Why not!, of course! 
erara! Well done! 

FU GX 8! (et A Heat) What a news! 

aa Fl! (dec Bt) Really! , Is it! 

sEd-Sed Teaaye! Thanks a lot! 

aes et! Congratulations! 

fa 3isfsar¢! What an idea! 


8 Parts of speech 


Noun: feet sft woh, sie a ata & ara Fl Aa Hed BI 

Pronoun: W4alat HT Tae Ba AY sare UT Pear sre FI 

Verb: far at ¢ farde area A Subject & Het a zaeen (fafa) Ar areatant Pedi 21 

Adjective (faetyor) : ot feat War at aderar Fr faetear acted } BM sah a A HE afaRea Tae aa Zl 
Adverb (frat faster) : el AN a 
UW sah at A He afaRea Waar ed 

Prepostion: hae Bt fe SS a See a ala Sl ee 
Conjunction: 4 et ereel Bt areal wr ea ¢1 saa aes ole et sal & fae HA aaa 

Interjection: Maes AY 31fHealea ifr ard eee a erect & THE | 


Examples: 

Adjective: Enormous, silly, yellow, fun, fast, big, small, many, few, millions, eleven 

Adverbs: Slowly, Rapidly, Clumsily, Badly, Diligently, Sweetly, Warmly, Sadly 

Prepositions: On, at, in, by, from, to, towards, up, across, between, among, in front of, above, under 
Conjunctions: And, or, but, because, for, if, when 


Subject 


3rd Person he, she, it 


Verb 


Main Verb: to dance, to sing, to think, to read, to write, to see, to 
move, to miss, to beat etc. 


Helping Verb/Auxiliary Verb: is, am, are, was, were, 
has, have, had, do, does, did, will etc. 


Object 


Object: HR Ag Slall & fal W Hall H HUA Al SAE ATT WHT GScT | 


Sentence Patterns | Examples, 
Subject + Verb The bell rang. 
He wept. 
Subject + Verb + Object She likes eggs. 
| met my brother. 


Marti b 
Subject + Verb + Adjective eee ts meneoe 
She was sick 
The truck here. 
Subject + Verb + Adverb e truck came here 
He ran fast. 
Subject + Verb + Noun . They are teachers. | 
Marilyn was the class president. 


Uses: Tense and Simple Sentences 


“Simple Sentences 3°@ hed e foetal UT al fHar Slelt er ater 3K 3 lc sit 4 
al Subject 3a rar al ael Har! 


Simple Future 


Helping Verb — will be 
Sa AeA h Hod A “ele” HT 
Warer ele él 


Will have 
Sq Asal h Sed A “US 
ala” AT Warr etar #1 


being 

Should 

Would = - 7/2/ait 
hasto -arT? 
hadto -aT 2 
Canbe - ol dtd 


maybe - ol ahd 
must be - at Uiev 
able to - aa 
have to -até 
about to - ae é 


Modality — that is: 


likelinood, ability, 
permission, request, 
Capacity, suggestions, order, 
obligation, or advice 


1 Can (@haT €) Ist form 

2 Could (AT, GT) Ist form 

3 Could have (Aa 2M) 3rd form 

4 May / Might (eal @) Ist form 

5 May have / Might have (aT ST) 3rd form 

6 Should (AM@W) Ist form 

7 Should have (afer 21) 3rd form 

8 Must (AMev {sex} ) Ist form 

9 Must have (UMéU A {sex} ) 3rd form 

10 Ought to (afeév) lst form 

11 Ought to have (AMiéw 21) 3rd form 

12 Has to / Have to (Xo &, HLe GWSaT 8)1st form 

13 Had to (Xe A/hXeT GSAT A/a UST ) Ist form 

14 Will have to (Xe FSaTl) 1st form 

15 Will be able to (Aha, Well) Ist form 

16 Would like to ( lst form 

17 Used to (Did not use to) (Thal HAT AT, HXAT 2 ) Ist form 

18 Need / Needs/Needed (Don‘t need / Doesn‘‘t need / Didn“t need) 1st form 

19 Dare to/ Dares to/ Dared to (Don‘t dare to / Doesn‘‘t dare to / Didn‘‘t dare to) 1st form 
20 Would (in place of will) (Something related to future but spoken in past) 


w, Tuture, 
mM be 2b, 


(Present) 


Must 


Can 
Can have to 
Could 
Could have 
Should 
Should have 
Ought to 
Ought to have 
May/ might = 
May / Might have 
Used to 
Would 
Must 
Must have 
Dare 
Has to/haveto —HYAT é, Prusde 
Had to = PAT UST 
Will have to = ATEN, Sal TST 


Sub + can + v1 + obj 
Sub + can have to + v1 + obj 
Sub + could + v1 + obj 
Sub + could have + v3 + obj 
Sub + should + v1 + obj 
Sub + should + v3 + obj 
Sub + ought to + v1 + obj 
Sub + ought to have +v3 + obj 
(Possibility) Sub+may/might+v1+obj 
(Possibility) Sub + may/might + V3 + obj 
Sub + use to + v1 + obj 
sub + would + v1 + obj 
Sub + must + v1 + obj 
Sub + must have + V3 + obj 
Sub + dare + v1 + obj 
Sub + has to/ have to + v1 + obj 
Sub + had to + v1 + obj 
Sub + will have to + v1 + obj 
Sub + need + v1 + obj 
Sub + need to + v1 + obj 


May/Might (Mec @) / May have/Might have (Ad! U1) (Possibility) 


Y TFER ray HY al et Aa S1 It may also happen with you. 
Se feat TTA at Aaa 211 It may/might have rained that day. 


May (Permission) 


Fa A 3rax 31 WHA & ? May I come in? 


May (Wish) 


Talal HL 311 Ate Sl iv! May you succeed! 


Will have to (# ei Fe) 


Uh Toot TFS UXMell Sela! Teil] You will have to face trouble some/one day. 


Will be able to (@#a, Wee) 


H del sel ot UIST/AhsT | I will not be able to go there 


Would like to (EAT ) 
A TAG Uh an fete Tea | I would like to meet you once. 


Would 


AA Alea UT fe ag sitar! I knew that he would win. 
Fa qa PIA ANT Aaa Hle1? Would you please help me? 


Is/Am/Are/Was/Were + Used to 
(fmt dra fi aed at ae at sear 3iet at ae) 


As Tel Fetal Al 31Gcl 1 I am used to listen to abuses. / I am habitual to listen to abuses. 
ARE FO Store AY 31a Tl You were used to tell a lie./ 


[—T—_ 


First form Second form Third form 


Cut 
All 3 forms same 
Put 


All forms different 


Sold third different 


fallen 


First form + e/en 
Eaten / 


Colored Colored 
First form + ed 


Sweat : 
L First, second same, 


Called Called 


Isform - 2naform - 3,aform 
Go - went - gone 

Meet - met - met 

Come - came - come 
Leave - left - left 

Find - found - found 

Live - lived - lived 

Get - got - gotten 

Stay - stayed - stayed 
Dance - danced - danced 
Play - played - played 

Sit - sat - sat 

Tear - tore - torn 

Stand - stood - stood 

Start - started - started 
Laugh - laughed - laughed 
Fill - filled - filled 

Smile - smiled - smiled 
Send - sent - sent 

Write - wrote - written 


Prepare - prepared - prepared 


Read - read - read 
Weep - wept — wept 


Is form - 2naform - 3,aform 
Eat - ate - eaten 

Shout - shouted - shouted 
Drink - drank - drunk 

Run - ran - run 

Wear - wore - worn 

Get up - got up - got up 
Cost - cost - cost 

Thank - thanked - thanked 
Move - moved - moved 
Sound - sounded - sounded 
See - saw - seen 

Touch - touched - touched 
Look - looked - looked 


Learn - learned - learned/learnt 


Watch - watched - watched 
Cook - cooked - cooked 
Catch - caught - caught 
Teach - taught - taught 
Hang - hung - hung 

Bring - brought - brought 
Comb - combed - combed 
Take - took - taken 


Isform - 2naform - 3raform 
Give - gave - given 

Drive - drove - driven 
Break - broke - broken 
Open - opened - opened 
Hold - held - held 

Close - closed - closed 
Shiver - shivered - shivered 
Sleep - slept - slept 

Bother - bothered - bothered 
Sing - sang - sung 

Know - knew - known 

Cut - cut - cut 

Think - thought - thought 
Put - put - put 

Speak - spoke - spoken 
Walk - walked - walked 
Seem - seemed - seemed 
Talk - talked - talked 

Feel - felt - felt 

Say - said - said 

Work - worked - worked 


Isform - 2naform - 3aform 
Ask - asked - asked 
Feed - fed - fed 


Complain - complained - complained 


Creep - crept - crept 

Seek - sought - sought 
Dig - dug - dug 

Dip - dipped - dipped 
Flee - fled - fled 

Bite - bit - bitten 

Hide - hid - hidden 

Begin - began - begun 
Dream - dreamt - dreamt 
Show - showed - showed 
Hit - hit - hit 

Beat - beat - beaten 
Marry - married - married 
Peep - peeped - peeped 
Plough - ploughed - ploughed 
Rest - rested - rested 

Rise - rose - risen 

Spit - spat - spat 


Pronouns 


ae Subject A Vat «= Ag Object AVaT ha a | «= SA Re H Pronouns Va Adda a SA Pronoun Hl Vale da fhe 
faa aa FI Tele fea Std & fh Ge Thao - ART, Ald & Gd Subject Ge &h ay F 
GERI, SHH, Seren a Phe feet SHR AT] Tete GT 


Affirmative (A#QRIicth) 


US ae Tater at “aAGT” HT WANT BY, oT VT HIS WLeT YOST AAT ST | 
UWA Uh 3TCOT ASH S| Ram is a good boy. 


Interrogative(G&adiTah) 


US aa Fatt “ART” HT VANS oF BY OX WAST FO STAT VT | 
FU WA Us HET ASH 8? Is Ram a good boy? 


e | think that well 


Filler Sounds Filler Phrases Filler Words — 


you know okay 
what I'm trying to say SO 

iS like 

you see basically 
| mean/you know actually 
what | mean? literally 
at the end of the day seriously 
believe me hopefully 
| guess/I Suppose probably 
or something possibly 
stuff like that quite 


kind of relatively 


reasonably 
fairly 


a 
ee © 


PRP RP PPP 
NOU BWHN 


. Move Fa Teele Ut Teorey 


ee IGI 


Eat $¢ Gell 


Walk ach GAA, Yael UetelT 

Drink fa Gre 

See Ot Saar 

. Look Heh CUA ;SATeT HET 

“Watch art &aatr (Port atst/catea) 
Write Use Teel 


. Read {1s Weel 

. Think fam Greer 

. Speak Ful STd Ata 

Talk Goch Se HoT 

Get Up ste 319 Se ST Sse 
Sleep Felt Aleit 

. Stand ters Us Bla 

. Sit Ae oer 


13. 
19; 
ZO; 
215 
Z2; 
23; 
24. 
20; 
26. 
Pa 
28. 
29. 
30. 
31. 
a2, 
33: 
34. 


Come bF Toll 
Laugh aM eel 
Learn aet Glaer 
Ask Sth Yel 
Say Whee 

Tell Co TATeAT 
Cheat dle aa ear 
Push Q's &ferspT Cell 
Pull Get Gtaetr 

Play Cet Veal} 
Game JA Gat 
Home @lat at 

Deaf f2S0 Set 
Dumb SH aT 
Lame aH Gast 
Alive 311s Sila 
Stay Et Setell 


Assault- €Hel hil - Terrorists from across the border, always looks to assault in India. 

Snatch - Stet Geil, UT eel - Chain snatching incident is common in some Indian cities. 

Perpetrator - OTT, ate - The perpetrators of the Mumbai terror attack are living a tension-free life in Pakistan. 
Leap - &elal AXell, Sect - Due to good Moonson, the leap can be seen at the share market. 

Emulate - 3¥{XOT_ Xe! - If you are emulating someone, you are losing your talent. 

Exodus - W2iet, feats - Because of war in Syria, the exodus of people is becoming a common problem. 
Norm - Aluds, *H2ilcl - The employees who don’t follow the norms of the company, rusticated by the 
company. 


Hurdle - aT&iT, 3faxtet - Hurdle comes everyone's life, but those who faced it courageously, they made history. 
Rhetoric - 2IsaIs&aX, HATIUT Hell - Indian Politicians are known for their Rhetoric skills. 

Stern - Ho, felSox, HST - India needs some stern rules to curb corruption. 

Collude - #Uc-aie Xa, HIS-I16 Atal - Few people collude with anti-national elements to break the 
unity of India. 

Hasten - Sec! FXxeorl, eflelal Aker! - In the final match of the Asia cup, India should avoid hastening. 
Subsume - 2facl bial - He subsumed a new feature in his computer to enhance the performance. 
Contingent- atc 31Hitah, Heaac, ae - The government has decided to secure sufficient food for the 
future contingent calamities. 


Quite WT RE S- aa AN ate Sl & | am quite well now. 

Similarly SQV THR - Hae ait seed Bra Sal aXe A at Ht ATI | went and met him. Similarly, he met too. 
Simultaneously Uh éf GAA UX, Uh el AT - AUS ers | AY A STS SH HT TET E | lam studying, working 
simultaneously. 

Needless set ater - Head chi seta ael, fer aT Ostet & | Needless to say that he is mad. 

Continuously eTTdIX - TMT AMMAN el Lele! It is raining continuously. 

Worthwhile Hae HI Glal, asalaeh - FHA HI Fler sel El Its not worthwhile. 


Materialize Wd HX Sell, AHL HX cell - Get ATA HL Ga Fi | will materialize the dreams. 

Ascribe AA Call - A SGA AHA Hl AA AL 3a & HI ad «< TEI | ascribe my success to my real ones. 
Ooze Thal aa a fellas ar falchetat - Ole B Wet fotenet LET F | Blood is oozing from the wound. 

Lisp Toole - He Fed Tate "| Small kids lisp. 

Stammer ehelell - aY eaholl LET 2T| He was stammering. 

Whisper PAPA - IH Suh Hel A FA PAPA WE ST : ? What are you whispering in his ear? 

Totter aSasTcT - IN feels  faSael ASST LET BI India is tottering against Pakistan. 


Get in/Get on : To board a vehicle (fal Agel A Use) - I got on the bus. 
Get off / Get down : To leave a vehicle (fHal AgeT A 3d!) - He was getting off the car. 
Get away with : To escape (Sa fella) - Ram got away with the punishment. 
Get up : To wake up (3ec1, STTeT) She gets up at 6. 
To stand up (G@$ él) Get up all the students. 
Get along with : Develop good terms with someone (fal H& Al 3s As Felle) - I get along 
with all my colleagues. 
Get out of : To leave for outside (STet Tether) - I want you to get out of my home. 
Get over : To recover from some trouble (Tha! Weil A Wet Teele) — Ram could somehow get 
over his problems. 
Get through To pass an exam/a test (fH! Wat A We él sie) - I couldnt get through the 
exam. 


Turn on/off : Switch on/Switch Off {eT - I turned on the tap. 

Turn around : To turn (Teo) - He turned around, the moment I called out his name. 

Turn over : To turn the page (Yat Yelcal) - Stop turning over the page. 

Turn upside down: To turn something opposite (SAC HT wT Axe Wee Mall) - It isa glass, if 
I turn it upside down, it would form a conical shape. 


Put out / off : Extinguish (light/fire/gas etc) (SHreN-ASE/ HTT 31f¢) Kindly put out the fire. 
Put down : To write (fede) All the students are requested to put down their ideas. 
Put forward : To present/propose (U2 Htell/WEdTd Cae ) I put forward my report. 
Put up : To live (XéeT) I put up in Delhi . 
Put through : To transfer the call / to pass the phone to someone else (FIAT Hl Cent HX cell UT 
TH frat aut Hl & cel) Mr. Rakesh, now I am putting you through to Mobile Department. 
Put on: To gain weight/mass (dolel AGaT UT Agi) I have put up 10 Kgs in just 10 days. 
To wear (Yéelol) She puts on Saree even at home. 
Put up with : To bear / To tolerate (Wéel HXell) I can“t put up with your anger. 


Take off To take the clothes off (HUS 3dReat) Take off your dirty clothes 

Abide by To adhere the rules (fA HAT Weel Hot) We must abide by the company policy 

Back out of Not to keep one“s words (31 Std UT ae A Hho) I never back out of my promises. 
Blow out To extinguish (§#Tel) He blew out the candle. 

Act upon To follow (HAA Ato/Wetel HXo1) Ram always acts upon my advice. 

Bring up To foster (Sleell/Aletel OSU HXeil) They brought me up. 

Call off To cancel (Xaqq ®Xel) He called off the meeting. 


Cast off To abandon (CAllell/3TeaT HX Veil) Snake casts off the outer skin. 

Cut down To reduce (A FX cell) Prices are cut down by a great extent. 

Give up To abandon (calstetl/Gls cet) I had given up bad habits. 

Give in To accept defeat (@X Hla eel) Dont give in till the last breath of yours. 

Pull up To take out (HIS SAHNI TetHTele) I pulled up the data of all the employees 

See after Look after (31a Axe) I cant see after them unless I go there. 

Stand by To be with (12 cet) He stood by me, in good or bad, every time when I needed him. 
Turn out Prove to be (Aft Slett) This project will turn out to be a master piece. 


@©@@0000000000000800000000808000008 


Come out 
Come in 
Get in 
Come round 
Make out 
Get off 
Turn down 
Bring down 
Come over 
Break out 
Get through 
Give out 
Come off 
Take in 
Give back 
Set down 
Move up 
Turn around 
Get in 

Go down 
Work out 
Set out 
Take up 

Get back 
Sit down 
Turn out 
Take on 
Give up 

Get up 
Look up 


Get, Put, Come, Take, Go, Give, Turn, Push 
Look, Set, Carry, Pick, Hold, Sit, Break, Pull 
Bring, Move, Let, Back, Wipe, Pass, Pick 


Wake, Run, Keep, Check, Log, Knock, Jump 
Stop, Hang, Read, Grow, Ask, Point, Fall, Drop 


This — a These — a/a¢ (Ha) 
This is a book. These are books. 
(a6 Veh YT B1) (ae Gxt 21) 


This book is torn. These books are torn. 


(ae Yetcn tel BS G1) (ae Utah Hel SS BI) 


That |. ag Those . da/ae (aa) 
That is a chair. Those are chairs. 


(ag ve Hef 81) (ag peltai 81) 


That chair is broken. Those chairs are broken. 


(ag Het ct eS 81) (ag qetat 22t eg 21) 


Idioms 


At a loss : To be confused (31HAaIa A Ble ) - 1 am at a loss due to having so many things 


mixed up. 

At finger tips : To be an expert (WHT Sle) - English grammar rules are at my finger tips. 
Black sheep : A disgraceful person (da) - He is a black sheep for his family. 

Blue blood : Noble blood (‘a:f:Tét et) - I have a blue blood. 

Break in: Enter with aim of stealing (ANT & 3ac'a AF dei!) - He broke in the house. 
Burning Question : Important question (Hecdyut U‘c) - It is a burning question of the day. 
By leaps and bounds : Rapidly (SET dell G) - I am preparing this book by leaps and bounds. 


By virtue of : Because of (4 AIXUT) - By virtue of his power, Security guard didn“t stop him. 


To bank upon : To depend (fetH#x gle) - I bank upon my Dad for everything. 
To bring to book : To face the risk (Geax Ale Aci) - His name is brought to book now. 


Eye wash : To deceit Circ Coll) - He washed my eyes and just escape in the guise of an old man. 


By fits & starts : Irregularly (31ferafad atl A) - 1 am unhappy as the project is being 
prepared by fits and starts. 


Fall flat : Collapse (€coTT, faXell) - Share market has suddenly fallen flat. 
For good : For keeps (@A‘:l_ & Fer) - You can take this book for good. 


To grease the palm : To bribe ({a oll) - I greased the palm of that waiter. There is no need to 
erease policemen‘s palm if you strictly abide by the law. 


Hale & hearty : Healthy and strong (€d€21) - All the members of my family are hale and 
hearty. 


Hard up : Financial difficulty (44 Fl feecd) - 1 am hard up at this time but hoping 


to receive good money in near future. 


Nook and corner : Each corner Cacil pleat BT Coy dct) - Betel sellers are at every 
nook and corner these days. 


Once for all: Finally, At the end (31@d 4) - Once for all, I conclude “Love is something 
without which we are incomplete”. 


Point blank : Frankly (fae fedfeadtec ) - He replied to me point blank. 


A rough diamond: An illiterate but noble (3114 effect aUft*) - He is a rough 


diamond thats why even if he is illiterate; he has reached to this amplitude in business. 


Red tapism : Too many official formalities (SET Ent 3iltatay) - The problem 


with government departments is too much red tapism. 


To run down : Weak in health (€faad Gals lei) - He is run down in health these 


days thats why he is not coming to school. 


A sharp tongue: A bitter tongue (#SdT Stele die) - He speaks 


only truth that“s the reason he is said to be having a sharp tongue. 


A stumbling block : An obstacle Ca T, Wed Tr pict) - Financial 


hard up is a stumbling block for us. 


Sink differences: To forget differences (AAHcld GcH HL Coll) 


- | have sunk differences a long back. 


To split hairs: To go into minute details (ARTAT dh Geel!) 2 
Dont split hairs of this matter. 


To standby : To support, To help (Az ett) - I will always 
stand by you; be it a happy time or a grief. 


To wind up : To bring to an end (HAMd H{ell) - 1 am going 


to wind up the discussion now. 


A bosom friend: A close friend (1 al€d) - He has been a 


bosom friend of mine since childhood. 


En route: On the way ({f€d 8) - Dehradun is en route when 
you go to Shimla from Delhi. 


Hither and thither: Here and there (Se! dé!) - Why are you 
clothes lying hither and thither? 


In vain: Useless (fet2h, THR) - Our endeavor will not go in 


vain. 


Rank and file: Common people (31H 31G41) - Luxury is 


mostly not for rank and file people. 


Look down upon: To hate (AR{d Fa BT ATaT GAS) - 


I never look down upon the poor. 


Proverbs 


A bad man is better than a bad name. - Iq Hel AqeNH FT| 

A burnt child dreads the fire. - GU Fl sell GIS aft thep- e at Ula 

A diamond cuts a diamond. - aler ate er rear $1 

A friend in need is a friend indeed. - Std A all HA 3a, del 3TH ale € 1 

A honey tongue, a heart of gale. - AX aren, Saat Hl Ter at TeAy | 

A little knowledge is a dangerous thing. - TERT Aol UAH BT | 

A man is known by the company he keeps. - HaST Heft Gas S TSM SH BI 
A nine days wonder. - Uk feat Al Alaett | 

A rotten apple injures its companions. - Uh Teel AGell GX Ares Hl Teal HL edi S| 
All is well that ends well. - 31d ST al Aa ser | 

All that glitters is not gold. - 8 DAchal Ale! Ulat Ale sel Slat | 

Barking dogs seldom bite. - slchel Aer Set Hea aAey | 


Beauty needs no ornaments. - Glad Hr 317 Ts : STON © AY SRN aTer le 

Beggars are not choosers. - ara Hr afar att ast Pe STA 

Beauty is in the eyes of beholder. - Gs Wt eas | Tel ae AY 3a 3 AS Bld ¢ SI 
Between two stools, we come to the ground. - eifet at Se UY aT at ETC aT 

Fool to others, to himself a sage. - 37a He fAat as Stet 

Let bygones be bygones. - SN aa ara BY aia FT| 

Many a little makes a mickle. - dc dq OU Usl aN | 

Tit for tat /word for ora eseure foe measure. - stat Hl Ga | 

To make a mountain of a mole hill. - Ws Hl VES Teer | 

Prosperity gains friends and Adversity tries them. - A&I GM, Gaal Hl for atte | 
Prosperity gains friends and Adversity tries them. - ae aled Fetlat & 3 IN Soe WIT S| 
Poverty breeds contempt. / Poverty breeds strife. - INA STATS AY StS VTA S| 

Limit your spendings to your earnings. - Taldall AFA! Max Bl dal el UX tHhellal Uiew| 


. Ugh wea a, dg Ft are aH, alecit ule 4, 
Taal Ud A, del & DEH FY deol! Tels 


_ sn eh saa & Usd ¢ asia, 
Rasihar mh Usha A Ushdl & Usn Hel 


. Ub US W Ua Wd, Jar Us a Ver Wid, 
Uh Us al uns Tn, a os det aa 


. TAS-TAS & TAS A TAS, TAS TAs st Uh TAS F, 
qAS-GaAS & ol al FAS, ALT GAS A al aaS El 


| A ea Wt TU AeA & feu, ANea a TACT, 
eA aa HU eAcH & fav, eAea al fAu 


. STel-Stel WL AGN Stell, Tat at 3rect stett, Tea at kr Stel, 
fort Stell Ut Act Tay Stell, aT stellt feet AF als Stell 


. Me VA Aen As HL Aa A da 7A, 
Ger Eat det ae & aa ee da A ae aM 


How much wood would a woodchuck chuck 

if a woodchuck could chuck wood? 

He would chuck, he would, as much as he could, 

and chuck as much wood 

As a woodchuck would if a woodchuck could chuck wood 


She sells seashells by the seashore 
How can aclam cram in a clean cream can? 
| scream, you scream, we all scream for ice cream 


| saw Susie sitting in a shoeshine shop 


Susie works in a shoeshine shop. Where she shines | saw a kitten eating chicken in the kitchen 


she sits, and where she sits she shines 
If adog chews shoes, whose shoes does he choose? 


Fuzzy Wuzzy was a bear. Fuzzy Wuzzy had no hair. 


Fuzzy Wuzzy wasn’t fuzzy, was he? | thought | thought of thinking of thanking you 
Can you can acan as a canner can can a can? | wish to wash my Irish wristwatch 
| have got a date at a quarter to eight; I'll see you at Near an ear, a nearer ear, a nearly eerie ear 


the gate, so don’t be late 
Willie’s really weary 
You know New York, you need New York, you know 
you need unique New York A big black bear sat on a big black rug 


1.Red Buick, blue Buick (x3) 

2.Red lorry, yellow lorry (x3) 

3. Thin sticks, thick bricks (x3) 
4.Stupid superstition (x3) 

5.Eleven benevolent elephants (x3) 
6.Two tried and true tridents (x3) 
7.Rolling red wagons (x3) 

8.Black back bat (x3) 

9.She sees cheese (x3) 

10.Truly rural (x3) 


1.Good blood, bad blood (x3) 
2.Pre-shrunk silk shirts (x3) 

3.Ed had edited it. (x3) 

4.We surely shall see the sun shine soon 


5.Which wristwatches are Swiss wristwatches? 


1.Fred fed Ted bread, and Ted fed Fred bread 


2.| slit the sheet, the sheet | slit, and on the slitted sheet | 
sit 


3.A skunk sat on a stump and thunk the stump stunk, but 
the stump thunk the skunk stunk 


4.Lesser leather never weathered wetter weather better 


5.Of all the vids I’ve ever viewed, I’ve never viewed a vid 
as valued as Alex’s engVid vid 


aa A: next to, adjacent, beside 
311 ahead of 

dts Behind 

let In front of, before 

aral 3m Right to, to the right of 

art 3iv Left to, to the left of 

Tea A alrat ZIT immediate right to 
aaa A aal 3 immediate left to 
rahe chiet A extreme corners 


Examples 


1. Gray geal & Gras ds FI 


Teacher is sitting in front of the students. 


2. UH fee & sare A areal 3 SST FI 


Rashmi is sitting immediate right to Divya. 


3. AGG AST & HET SoT eI 


Masood is sitting ahead of Tarun. 


4. UA Aah & Fae H SOT | 
Ram is sitting adjacent/next to/beside 
Mayank. 


5. fatdel ASU & Fae A SA 3 dors | 


Nitin is sitting immediate left to Tarun. 


6. Mfelell WHA H Sat 3 AST SI 
Shalini is sitting left to Ram/ 
Shalini is sitting to the left of Ram. 


7. Fah Gedo & aes dor F| 
Mayank is sitting behind Sandeep. 


8. UH ASU IN Aaah & FT A or | 
Ram is sitting beside Tarun & Mayank. 


9, FRG TRH ait aaa Hats aA Bore 


Masood is sitting between Rashmi and Junaid. 


10. fecaT, efereht, Wala 31K HAH free Hla A IS 8 | 
Divya, Shalini, Sandeep & Mayank are sitting in 
extreme corners 


1 


Doctor CIES Patient & da alddla 


WH: IS AT AeTaT AL 
Rakesh : Good Morning sir. 


S10 Scr: ITS AT Teta, eat 31 SSI 


Dr. Bansal : Morning. Come in please. 


UHM: UL HS fecit FAX AL A HHT ae LEAT S| AVS 15 feet SI TAS aa 
HART Tear A MS A Sta Ber STAT &, SUH UST Teel 9 Tat H AAT | 


Rakesh: Sir, Actually, | have got a severe headache for a few days. It has been 
about 15 days now. Pain mostly occurs at night, just before | go to bed, at about 9. 


SIO TH: Hel A GASaT eit ? 


Dr. Bansal : Did you take medicine from somewhere? 


Wh: 31F AH Al sel | Slelifeh H Ale Ler ATI 


Rakesh : Not yet. Though, | was thinking. 


STO SAT: pa at STAN Hl Bor F ae Aa UVTI! 15 feat AY Se Bl VI 5-7 (eat AY Teta S| Delt 
Boe J AY GASH fH ae HAHN UH A GAT W ela AW at aft Slat S eel 

Dr. Bansal : No illness must be taken lightly. 15 days is more than enough. 5-7 days period is acceptable. 
Anyways, now you atleast made out that the headache occurs at the same time before going to bed. 


WH: TE ALat Ara fh We St Sieh Vt AA WT HS AS SI AI LET S| Geek HT GAT aT Tet AAT 
Tae S at Senha sist Het Vt Tet S Ses BlTAT aI SX aA Sea S| 

Rakesh : Well, initially | thought it might be cured itself but now | am a bit scared. Due to irregularity in 
food habits, the illnesses which are known these days, | get horrified even thinking about those. 


S10 SHA: TAT HY Ae TNT S| 31ST HTT AST AK GIS AMAT BTS SATB | Set 15 Feat BT 
TTA, TUN A AHL TAT Ha SHA HS EH ? 

Dr Bansal : Not to worry. Leave it on me now. Let me know if in these 15 days, you had cold, 
cough, fever or any giddiness sort of. 


FNTHE: Bl Ql AN DFAT TAT | ZT H 3eY HENT Al GI AAT ATI 


Rakesh : yeah, | felt giddiness twice. It just got dark in front of eyes. 


S10 TH: Tat ATT A | Pale ket Al SN aeT| A HPS carsat fers & ¢ eT S| Tex AfSahet TER 
S Wile Tar] Ts StH a STAT | 31s ZT 2 Eat ate PRX 31su| Aaa F aT Wh USAF 


Dr. Bansal :Breathe heavily. Don“t worry. | am writing a few medicines. Purchase from the medical 
store outside. Everything will be alright. Now you have to come after 2 days. Let’s see the progress. 


Whe: Sth & STO. Ue | 


Rakesh : Thats fine, Doctor. 


Teacher 3iI<t Student & dra addlad 


TAM: TS AlleteT A | 


Priya : Good morning, sir. 


TAO. MAT : TS Alfetat Teed | HA Vt 317 ? 
Mr. Sharma: Good morning dear. How are you doing? 
fora: A orem § EI 


Priya : | am doing well, sir. 


TAO. MAT : Hol Hl lade Sl TAS ? 


Mr. Sharma: Have you done yesterday’s homework?/ Are you 
done with the homework? 


aT: Hol A RR HS RAN 31 TA ASHAT Ge Fetley H Scelt CAC Vi IS feh flere AAS ah 
ferspret Tet | At Gra Wet A Healt OY We A EW Bl BH salaw ARH él aa 


Priya : Actually sir, yesterday some relatives had dropped in so | got so busy into cooking food that | couldn“t 
spare time. | thought, | would do at night but they stayed even at night so it got difficult to manage. 


TAO. AAT : Dell HIS Tel tel, ASATeT Del a ? 


Mr. Sharma: It’s ok. Have they left? / Are they gone? 


TOT: SiTot atx A SAAT | Stel te AH EX Tea, ay oT Th VT 


Priya : They will go in the afternoon. By the time | reach home, they’II have left. 


TAO. MAT : Sle S PHL het Uh AA cell, lot A Fora A Blah tel GT | 


Mr. Sharma: That’s alright. Get it checked tomorrow. | won’t give homework today. 


aT: AS Uh ST HE GX SMAAH AST AiVroT F1 Vet |t 
Wat A fxocher SF aiel BT TS A 


Priya : sir, can | say something? Actually, Homework is a bit 0. rar - : SAT Adeag THe UCT a0. 3 Ga Gael Var e| 
tough. | wasn"t able to solve the first two questions at all. ay cleit peat aay seer SS 


Mr. Sharma: That means, you haven“t read the third chapter 
properly/thoroughly. They both are from the third chapter. 


TOT: GX Uh FTA S| TERT UCL Uh SN SI Tech & 
ote cach & aaah @ Gleil Geet AT ateT | 

Priya : Sir, | Sil do one ‘hin | will revise the third chapter. 
Let me see if | will be able to solve both of them. 


TAO. AT : FA Ahi S TA GAS SSAA Me aff 31a 
ais Gane HR at a sane a aant yar Sar, orn 8 ? 


Mr. Sharma: | believe, you will understand. But if you still 
face any problem, | will revise in class. Okay? 


fora: Te AT 
Priya : Thank you sir. fo. AT : Aree dea 


Mr. Sharma: Most welcome. 


Wed: ers wWiela}l | bay et ? 


Rohit: Hi Shalini, How are you doing? 


Mfelal : 31 Fas ? 


Shalini: You tell? 


Wied: Sh & | STeOT aT SH feet A TFS OX HAT AT | 


Rohit: | am good. Well, | had come to your home the other day. 


Ufo : St TAT S| AFA AF TAA Ut feo HTet SANT HECACT Sleh 
ferar QI | AS at Gar GF art ar Fe 31g Vey HECACY Solera Br | 
Shalini: | know. Mom had told me, You had repaired our computer. | 
had no idea that you are a computer engineer. 


Usa: TA at feet aet Vr? 


Rohit: | didn’t see you there? / You were not seen around? 


QMfelell : BI at A Get Behe & Ger at | 


Shalini: Yeah, Actually | was at my uncle’s place. 


MSA: A HET LET F ? 


Rohit: Where does he live? 


Mf : Tae ST Te A HX a a Hash Aaa F 


Shalini: In the next street. The one, who teaches English. 


Wied: Tashled AX | 


Rohit: Vikrant sir! 


Metall : BI del at | 
Shalini: Yeah, he is. 


WS: AT AFER Shel S ? AS Nl TA AT | ALat TeNT A At Zao ST | 


Rohit: Is he your uncle? | didn“t know. He is the one, even | learned English from. 


Woe : TIA HAA Sl TA S 31g | Slot Hig 6 Alel TSet TUTeA LW FHAT 
aT | Ha at atts 2 aT BO Alea HATA FI 

Shalini: He is quite famous now. He had started teaching about 6 years ago. Now 
he earns around 2 lacs a month. 


Uisd: TAS Uh ST HE | IA eT ct tet Aretveh | 


Rohit: Can | say something? Please don“t mind. 


QMfelal : Sell 


Shalini: Sure. 


Rohit: You know what. | couldn’t ever say that | like you. | was always scared of your family’s 
high status. | tried a lot but couldn’t courage. Don’t mind, okey. | just said what | felt. 


amfatat : Het aarard ara Hel cota aS | Farge wat ea 3 


Shalini: | think | must leave now. I’Il call you, okey. 
Wed: Sth sl 
Rohit: Alright. 


Metal : A | 
Shalini: Bye. 


Brother 31 Sister & dra stadia 


Teal: HAT AY, WE H seit Hl ATA | (aT Be) 


Sister : Bhaiya mere, Rakhi ke bandhan ko nibhana. (sings) 


HAT: Ash Ad HL| Hehe WN Se SI 
Brother : Don“t make fun. Hurry up and tie the Rakhi. 


Seat: HIT, AL Tew 31h WT Hil WAT Ved & ? BAM sec! H Led € | 


Sister : Bhaiya, do you ever have time for me. You are always in a hurry. 


HA: Tea, Hot A El ATW S| LUN at sey, HC Cw AT ASST 


Brother : Sweetheart, | am very much here at home today. You tie and see the surprise. 


eat: ANA & Hat HS Talal TH Arey Aer | 


Sister : Looks as | am going to get good amount of money today. 


HAT: AF Hl Sedat Al HL 


Brother : Well, just wait for the right time hone 


Teal: DY hare AY CH Har) ser |} Trai] SIN 3ia 3 sv J Asis at Ad ca F 3h AT Sauls S| 


Sister : Here it is, my dear brother. It’s done. Now you eat the sweets that I’ve prepared for you with love. 


dar. J Get We sors S| fare areNt Wr TET 


Brother : You made it yourself, hard to believe. 


Feat: AAA, STITH ANT Hiiaferad F Veh FI 
Sister : That means you doubt on my abilities. | 
HAT: Ast ot TET | 


Brother : | am just kidding honey. 


Teel: SF SAM Ax feet dls cd € | 


Sister : You always hurt me bro. 


HAT: STOO ANT TSat, BT ART ALUISat PTT | 


Brother : |am sorry sweet heart, here is your surprise gift. 


Sea: YAS ? 
Sister : What’s this? 


HIT: Get H al ea | 


Brother : Open and see. 


eet: HAT, A al UUs HT Alas C1 facet car ¢ HAT ? B at Seq AST SVT 


Sister : Bhaiya, this is Apple’s mobile. How much for? It must be expensive. 


star: Ae agar ara AY fae ats chat Heath ae A aga 8 ag Baa 


Brother : Nothing is expensive for me than you are. It’s costly but you are precious. 


seer: Tey HAT| 31 Gera h AIS 3Tes Sg Vt GA HAT, SATB at tet HTS ? 
Sister : Thank you so much bhaiya. You are the greatest brother in the world. By 
the way, how much did it cost you? 


sar: A 88000 BO HT S| 
Brother : It’s for Rs. 88000. / It cost me 88k. 
eat: HAL, Sao ASAT | TX HAT, SAS TEC HS ael Bl Aha | 


Sister : My god, so costly! But Bhaiya, it’s amazing. 


HAT: AX fore Asa Tec HS ae | 


Brother : For me, nothing matters more than you. 


Tear: HAT, F TTS TS CAR HLT FI 


Sister : Bhaiya, | love you so much. 


Star: A aft] we aia 3ik, 3iat Bax & FAT STL STAY Ao ATTA SS Goll Wet Arell S| AFA SA 
UT HUG 8 Fat forecast | UTTT Hr It Herr Sal STeeT Fret ah Fer 

Brother : | love you too honey. One more thing, tonight we'll have dinner outside. You are going to 
have your favourite food today. Mom, we all will leave at about 8. Convince dad as well to come early. 


AEA: AS WT GIS |Y | UTTT aed HLT Sit HTH ASAT TAA | 


Mummy : Leave it on me. Dad is going to follow what your mom says. 
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Restaurant Conversations 


1: Making a Reservation 


Restaurant staff: This is Emma Restaurant. 

Customer: Hi, | would like to make a dinner reservation for 2 people. 
Restaurant staff: What night will you be coming? 

Customer: We will need the reservation for Sunday night. 

Restaurant staff: What time would you like? 

Customer: 8.30. 

Restaurant staff: We don’t have anything available at 8.30. Is 7.30 OK? 
Customer: Yes, that’s fine. 

Restaurant staff: Please just give me your name. 

Customer: My name is John Thomas. 

Restaurant staff: Thank you, Mr. Thomas, see you this Sunday at 7.30. 


Customer: Thank you. Bye. 


2: Being Seated at the Restaurant 


Waiter: Good evening. Welcome to Emma Restaurant. 

John: | booked a table for two for 7.30 under the name of John Thomas. 
Waiter: Yes, Mr. Thomas. Please come this way. 

Waiter: Here is your table. 


John: Thanks for your help! 


3: Ordering 


Waiter: May | get you anything to drink? 

John: Yes, please. May | get 2 glasses of orange juice? 
Waiter: Sure. Would you like an appetizer? 

John: |’ll have the tomato soup to start. 

Lisa: I’Il have the shrimp soup. 

Waiter: Would you like to order anything else? 

John: That’ll be all for now. 

Waiter: Let me know when you’re ready to order your food. 
Waiter: Here is your potato soup, Madam. 


Lisa: But | ordered shrimp soup! 


Waiter: I’m so sorry. I’ll change it for you straightaway. 
Lisa: | would appreciate that. 

John: Excuse me. Could you bring us the menu, please? 
John: We’d like to order a cheeseburger and some fries. 


Waiter: Sorry, the fries are off. Why don’t you try the steak? It 
is excellent. 


John: I'll trust your taste and take one order of that. 
Waiter: Do you want a dessert? 

Lisa: The chocolate mousse cake sounds great. 

Waiter: Would you like coffee or tea with your dessert? 
John: Just some water, please. 

Waiter: Can | get you anything else? 


Lisa: That’s all, thank you. 


4: Making Comments on Food 


Lisa: John, is your steak OK? 

John: The steak tastes wonderful! 

Lisa: How is your cake? 

John: My cake is too sweet for me. 

Lisa: So is mine. | think they put too much sugar in cakes. 


John: The food here is usually good, so | think that we should mention 
this to the waiter. 


Lisa: You’re right. Maybe they can bring us some better food. 


5: Getting the bill/ check 


Cashier: Can | help you? 

John: Yes, could | have the bill? 

Cashier: Of course. Here you are. 

John: Thank you. | am ready to pay the bill. 

Cashier: Of course, Sir. How would you like to pay, cash or card? 
John: By cash, please. 

Cashier: That will be $80, please. 

John: Here you are. 

Cashier: Thank you. Here’s your change and your receipt. 


John: Thank you. 


| HOMONYMS — | ~— HOMOPHONES HOMOGRAPHS 


same spelling, 
multiple meaning words words that sound alike different pronunciation, 
different meanings 


the spruce tree... addition for math desert = abandon 
to spruce up... edition of a book desert = area of land 


; I want to go _£ 
suit yourself... T like it too bass = fish 


wore a suit... One plus one is two bass = instrument 


weigh on the scale... capitol building close = nearby 
scale the wall... state capital close = to shut 

the price is fair... pick a flower bow = to bend down 
go to the fair... bake with flour bow = ribbon 


2 words may have same spelling but different meanings, 2 words 
may have different spelling but same pronunciation etc. 


Story FEN - HeTell 
Storey Een - Alster (SANA &l), (the horizontal division of building) 


Suite Fdle - Blea HI HANT 
Sweet €dle - Alor 


Currant tee - Teetfearey . 
Current hee - acl Al MINT, ddaAla AY Gears 


Tasty @€cI - FaTiese 
Testy ct - Tae (Tore Sted? ITER STAT &l ) (short tempered) 


Lightening CIE ray - UheTell 
Lightning ATScteiaT - 31TH A feotell Hl UAchell 


Seek UH - SGel, HUM HAT 
Sick Taam - Ha 


Sign Ast - BEATEIL HAT 
Shine Wsel - GAcholT 


Same GA - GAle, Uh Sa 
Shame @ta - 2THalleh 


Close FAM - UI, Hrlsy 
Close Fells - Fea HLaAT 


Tired clas - TT FH 
Tyre Gla - MfSat Hl CAL 


Break Ich - dlsair 
Brake Aq - IMSal Al Ich 


Shoulder 2itesxt - HIT 
Soldier Glealy - FAarer 


Check uch - deh Hell 
Cheque uch - Ach al Uh 


Dear fea - Ta 
Dare S31t - f@FAd Holl 


Chick Tele - Fait 1 Fea 
Cheek le - arc 


Hill feet - TeTs 
Heel élet - Val 
Heal élel - IGA SNe 


| GET HELPS 


| - International 
G - Geographical 
E - Environmental 


T - Technical - 

H - Historical a 
E - Economic — 
L - Legal 

P - Political 


S - Social 


PREP: Point Reason 
Example Point 


ERP: Example 
Reason Point 


GROUP DISCUSSION 


Team work 


Politeness 


Leadership skills 


Proble 
solving 
skills 


General Guidelines for GD 


1. Understand the topic for group discussion. 
2. Understand the rules and guidelines given by the 
organizer. 
3. The leader will introduce the topic. 
4. Individual members of each group should be given 
ground 10 minutes for Preparation. 


3. The group should not deviate from the topic of 
discussion 


1. Discussion Structured Unstructured 


Type Discussion Discussion 
2. Topic Based General Topic Role Play 
Case Study Abstract Topic 
FOCUS 


Content : What to Speak 
Interpersonal Skills: How to Speak 


Personal Point of View General Point of View 
* In my experience... e It is thought that... 
« As far as I’m concerned... « Some people say that... 
« In my opinion... « It is considered... 
Personally, | think... It is generally accepted that... 
I'd say that... 
I'd like to point out that... 
| believe that... 


Agreeing with an opinion Disagreeing with an opinion 
« Ofcourse. e Yes, but... 
e You’re absolutely right. - I’m afraid | have to disagree. 
- Yes, | agree. e I’m sorry to disagree with you, 
e | think so too. but... 
e _That’s a good point. That’s not entirely true. 
e Exactly. On the contrary... 
That’s true. I'm not so sure about that. 
Neither do |. 
| couldn't agree more. 


2°4 speaker: 


1** speaker: 
LJ Broaden the topic of discusion by 
picking key points & elaborating 

them not done by 1° speaker. 


LJ Defines the topic by picking key 
points and defining them. 
LJ Describe the scope of the topic 


and set the tone of the discussion 
LJ Take forward the discussion 


What to do in Fish Market? 


LIDon’t Participate 

LIDon’t be the reason for the fish market 

LjEnter and try to calm the discussion 

Liuse pacifying phrases 

> friends lets talk one by one so that we can 
listen to everyone/each other 

> we are deviating from the topic, lets get 
back to the topic 


GD Entry Strategies 


1.Enter at low point : when points started getting repeated 
and participants don’t have new content to speak 

2.Enter at the end of someone’s point : Yes | agree with 
you but looking at another perspectives.... Or Adding on 

3.Enter with a praise or agreement : People will allow 
you to speak if you praise them 


4.Enter with a raised pitch of voice: High pitch to be 
audible to all participants 


Structure of an email 


2. Salutation 


This is the first line of your email and generally acts as 
the greeting. For example: 
“Hi Mr. Samson,“ 


3. Body 


Just like the body of a letter, this is where you'll share 
your full message. For example: 

“Thank you for attending the new product presentation 
this afternoon. I’ve attached a video file of the full 
recording so you can share it with your team. Please let 
me know if you have any questions.” 


MOST FREQUENT EMAIL SIGN-OFFS 


. thanks 
. best 
. regards 


. sincerely 
. take care 
. thanks so much 


cheers 
all the best 
best wishes 


. respectfully 
. talk soon 


sincerely yours 


How to write a formal email 


Follow these five simple steps to make sure your English emails are perfectly professional. 


2. Thank the recipient 
lf you are replying to a client's inquiry, you should begin with a line of thanks. 


For example, if someone has a question about your company, you can say, “Thank you for 
contacting ABC Company”. 


If someone has replied to one of your emails, be sure to say, “Thank you for your prompt 
reply” or “Thanks for getting back to me’. 


